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ABOUT OUR ORGANISATION​

1. Welcome 

Welcome to Building Better Brains! 

We are excited to have you join our dynamic and talented team. This staff induction 
manual has been thoughtfully crafted to guide you through the onboarding process and 
provide you with essential information about our company culture, policies and 
operations. 

As you embark on this new journey with us, take the time to explore the resources within 
this manual. It serves as your valuable tool to help you familiarise yourself with our 
organisation, understand our mission & vision and integrate seamlessly into your new 
role. 

At Building Better Brains, we are a multi-award-winning clinic who believe in fostering a 
collaborative & inclusive environment where every team member's unique skills and 
perspectives contribute to our collective success. 

Please don't hesitate to reach out to your colleagues or management if you have any 
questions or need assistance. We are here to support you and ensure that your 
onboarding experience is smooth and enjoyable. 

We are delighted to have you as part of our team, and we look forward to achieving great 
things together. 

Best regards, 

The Building Better Brains Team 
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The Mission & Values of BBB: 

 
“Together, we can build connection to self 

Together, we can build healthier relationships 
Together, we can build connected families 
Together, we can build villages of support 

Together, we can build resilience, compassion and belonging 
Together, we can build a better future for all 

Together, we can Build Better Brains.” 
 
 
In a world where change is the only constant, Building Better Brains commits to growing 
capacity in the carers of our most valuable and vulnerable- our children. 
 
We work from our affirming mission statement that ‘Together We Can’. 
This concept translates across the way we work and lead, the way we encourage 
collaboration in our team and the way we build communities of parents, professionals 
and educators. 
 
Our vision is to support the child, then build education and capacity in the systems 
around the child, bridging both macro- and micro-change to impact current and future 
generations, helping us all to Build Better Brains!  
 
We prioritise a neuro-affirming, trauma-informed approach to client care. 
 
We offer a range of 1:1 and group therapeutic services for kids, parents and families, plus 
training programs and workshops for parents, teachers and mental health professionals. 
 
 
History & Evolution 

Building Better Brains was founded by Sian and Tony, whose lived experiences, creativity 
and deep care for others have shaped the clinic’s vision from the very beginning. 

Sian grew up with a profoundly disabled brother and witnessed the ongoing challenges 
this brought to him & her family as their lives evolved around his complex needs. Seeing 
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the stress, love and resilience, as well as gaps in understanding experienced by carers 
and children, became a driving force in her work, shaping her commitment to building a 
supportive “village” around families, grounded in compassion, education and 
acceptance. 

The idea of opening Building Better Brains had long been part of Sian and Tony’s life 
plan, developed alongside years spent teaching, studying, working across different 
careers and raising their children. Creativity and self-expression played a vital role in 
healing their experiences of trauma. For both of them, creative expression became a way 
of being seen, heard, and having needs met, while also inspiring and empowering others 
to do the same. 

 

Where We Are Today 

Sian and Tony honour their individuality and creative impulses, following their passions 
through professional performing, teaching, consultancy, training and therapeutic work. 
For over 25 years, they have worked in creative connection roles with individuals and 
groups. Their approach is strengths-based and person-centred, guided by a belief that 
when people are supported to explore what they love and what lights them up, 
confidence, growth and healing naturally follow. 

Building Better Brains was created as a space where people feel welcome, safe, and 
deeply accepted as their authentic selves. It is a place to heal and build strength through 
belonging and community. Relationships sit at the centre of all practice, with a strong 
focus on meeting the needs of the human sitting in front of us. 

The Croydon clinic is an evolving and growing space, and Building Better Brains 
continues to seek team members and students who share its commitment to 
person-centred, neurodivergent-affirming, creative, and trauma-informed therapeutic 
practice. 

Inspired by Sian’s late father’s belief to “aim each day to leave the world better than you 
found it,” Building Better Brains continues to ask how it can reduce suffering, support 
growth and make life feel a little easier for those it serves. At the heart of this work is the 
shared belief that Play is the Way to reconnect, empower and create meaningful change. 
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We are now a multi award-winning allied health organisation, recognised nationally for 
our work across education, children’s services and allied health. Despite this growth, the 
heart of our clinic remains the same: connection, creativity and a genuine commitment 
to helping people feel seen, heard, and understood. 
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ORGANISATION STRUCTURE​

2. Key Personnel & Contacts 

Company Structure 

 
Chain of Communication 
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CEO / Clinic Supervisor: 

●​ The CEO or Clinic Supervisor is at the top of the communication hierarchy, 
overseeing the entire clinic's operations. 

●​ Directs communication to and from various departments. 

●​ Investigates incident reports 

●​ Provides clinical and student supervision/case consult support if required  
●​ Manages financial and growth of the business 
●​ Handles human resources-related matters, including employee concerns, 

contracts, contractor agreements, disputes, and other personnel issues. 
 
Clinic Manager: 

●​ Oversees day to day operations of the clinic. 
●​ Implements policies and procedures. 
●​ Management of staff including setting KPI’s, professional conduct, mediation and 

staff meetings. 
●​ Addresses employee concerns and maintains a positive workplace. 
●​ Addresses and manages concerns related to the health and safety of clinic staff 

and patients. 
●​ Manages information technology concerns and communicates with staff regarding 

IT-related issues. 
 
Administration: 

●​ Communicates with HR, OHS, IT, Management and other relevant departments. 
 
First Aid Officer: 

●​ Addresses and manages first aid-related concerns and communicates with staff 
regarding health and safety matters. 

 
Client Care Team: 

●​ Manages enquiries and bookings for the business and programs 

●​ Manages marketing and community building activities 

●​ Builds strategic referral relationships 
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Key Contact Information 
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Key Personnel: Contact: 

CEO Sian Chambers 
Phone: 0432 083 494 
Email: sian@buildingbetterbrains.com.au 

Clinical/Student Placement Supervisor Sian Chambers 
 
Felicia Tong 
Phone: 0413 181 915 
Email: feliciatonnng@gmail.com  

Administration/Reception Outsourced  
Phone: 03 8719 1218 
Email: enquiries@buildingbetterbrains.com.au  

Clinic Manager 
IT 
OH&S Officer 

Tony Vallance 
Phone: 0404 112 064 
Email: tony@buildingbetterbrains.com.au 

First Aid Officer 1st - Tony  
2nd - Sian 
3rd - Lanah  
Phone: 0478 745 074 

Fire Warden Tony  
Sian  

HR Tony 
Sian 
Outsourced 

IT Tony 
Outsourced 

Client Care Team Felicia 
Sian 
Outsourced 

mailto:sian@buildingbetterbrains.com.au
mailto:feliciatonnng@gmail.com
mailto:enquiries@buildingbetterbrains.com.au
mailto:tony@buildingbetterbrains.com.au


 
ROLES & RESPONSIBILITIES​

3. Facilitator Roles and Responsibilities 

As a facilitator, your primary responsibilities include: 

●​ Planning and implementing weekly activities for the term. It is a legal obligation to 
provide term planning documents for the group programs to management ahead 
of time as outlined in the ‘Planning for Groups’ section. This must include the 
group's therapeutic goals and planned activities.  

○​ These must be sent to Sian and Tony by end of Week 1 of each Term. 
●​ Ensure resources are available - check storage rooms and cupboards prior to 

sessions to ensure you have everything you need.  
○​ Ensure management is aware of resources needed for the term.  
○​ Complete the reimbursement form prior to making any purchases to 

confirm the items needed.  
●​ Creating a safe and inclusive environment where children feel comfortable sharing 

their thoughts and feelings. 
●​ Plan your group activities based around core goals for the social skills programs 

where progress across the term can be trackable 
○​ e.g. improvements in pro social and communication skills, emotional 

regulation and expression, teamwork and problem solving, resiliency. 
●​ Facilitating group discussions and activities in a way that promotes active 

participation and mutual respect. 
●​ Providing guidance and support to participants as they navigate challenges and 

explore personal growth opportunities. 
●​ Monitoring group dynamics and addressing any conflicts or issues that may arise. 
●​ Provide Students/Volunteers with an overview of the session plan, delegating 

them any tasks as assistants in the group and providing relevant information on 
clients so they can help support you and the clients during the session. There will 
usually be 1-2 students / volunteers for each group program. 

●​ Provide debriefing for students/volunteers by checking in with them and creating 
space for questions. 

●​ Check in with the group to ensure they know where to find the toilets and provide 
toilet breaks as necessary. 

●​ Get to know the kids, be friendly and warm, offering a safe person to interact with 
while respecting boundaries. 
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4. Student & Volunteer Roles and Responsibilities 

As a student/volunteer, your primary responsibilities include: 

●​ Providing the Facilitator of the group support and assistance where needed 
setting up the room, setting up water and glasses from kitchen and/or food and 
snacks if the group leader requires, cleaning the room and completing tasks or 
jobs as asked. 

●​ Assisting with creating a safe and inclusive environment where children feel 
comfortable sharing their thoughts and feelings. 

●​ Encouraging group discussions and activities in a way that promotes active 
participation and mutual respect, while participating in group activities. 

●​ Assisting with providing guidance and support to participants as they navigate 
challenges and explore personal growth opportunities. 

●​ Participate in debriefing with the facilitator after the session has completed. Utilise 
this time to ask any questions and consolidate your learning around choices, 
techniques and therapy approaches used etc. 

●​ Get to know the kids, be friendly and warm, offering a safe person to interact with 
while respecting boundaries. 

5. Ratios 

●​ Adhere to the recommended facilitator-to-participant ratios to maintain a safe and 
manageable group dynamic.  

●​ NDIS ratio = 1:5 (facilitator:participation ratio) 
●​ If the group size exceeds capacity, consider adjusting ratios or seeking additional 

support to ensure optimal supervision and support for all participants. 
●​ Some clients may require additional support and may attend the sessions with a 

support worker that focuses on the client, engaging the client with the group and 
supporting the client where necessary, providing 1:1 with the client inside the 
group.  
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OUR PROGRAMS​

6. Therapeutic Group Structure 

Our therapeutic group sessions typically consist of 4-5 children and can run from 45 
minutes up to 2 hours. Sessions are run on Mondays through to Saturday, in the morning 
or after school.  

There are multiple different therapeutic groups that run throughout the week, as outlined 
below: 

●​ Sensory Science Lab 
●​ Confidence in Action 
●​ Building Blocks 
●​ Find your Tribe (Jr & Teen) 
●​ Girls Talk 
●​ Project ME 
●​ Art in Motion 

Each session follows a structured format, including: 

●​ Check-in: Children briefly share how they are feeling at the beginning of the 
session through planned activities made by the facilitator. (5-10 minutes) 

●​ Group Discussion: Facilitated discussion on a predetermined topic related to 
coping skills, or personal growth. (15 minutes) 

●​ Activities or Exercises: Engaging group activities or exercises designed to 
promote self-reflection and skill-building. (30 minutes) 

●​ Check-out: Participants reflect on their experience during the session and share 
any insights or takeaways. (5 minutes) 
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7. Our Therapeutic Groups 

Sensory Science Lab 

The Sensory Science Lab is designed for primary school students who enjoy slime 
making, power potions, fizzy volcanos, lava lamps, calm brain jars, elephant toothpaste 
and more hands-on science based activities.   

Therapeutic goals: 

●​ Building pro-social skills 
●​ Building communication and confidence 
●​ Encouraging collaborative teamwork  
●​ Empower problem solving, resilient thinking 

Confidence in Action 

A fun filled dance and drama group incorporating physical, vocal and breathing 
warm-ups, group team building and trust enhancing activities, scene work, improvisation, 
script writing, movement, mime, directing skills, relaxation and concentration.   

Therapeutic goals: 

●​ Building social communication and confidence 
●​ Empowering emotional awareness and self-regulation  
●​ Fostering creativity, teamwork, trust and self-expression 

Building Blocks 

When it comes to creativity, collaboration and critical thinking, Lego is one of the best 
tools. Building Blocks focuses on fun, teamwork, creativity and problem solving.   

Therapeutic goals: 

●​ Using directive and non-directive play 
●​ Building pro-social skills 
●​ Encouraging critical thinking 
●​ Building fine motor skills 
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Find Your Tribe 

Find your tribe involves tabletop games such as Dungeons and Dragons. Group 
members will work in a team to vanquish mighty monsters and solve puzzles in a world 
full of magic and mystery.   

Therapeutic goals: 

●​ Building pro-social skills 
●​ Encouraging critical thinking 
●​ Empowering creativity 
●​ Encouraging communication and collaborative problem-solving 

Girls Talk 

Girl's Talk is a creative arts therapy group designed to help girls connect, build 
friendships, express themselves and grow in a supportive peer environment. This group 
uses art making, creative activities and teamwork to gently build social and emotional 
skills in a fun, safe and nurturing space. 

Therapeutic goals: 

●​ Building social and friendship skills 
●​ Building self-confidence and self-expression 
●​ Strengthening emotional awareness and regulation 
●​ Developing coping strategies 
●​ Encouraging team work and positive peer connections 

Project ME 

Project ME is designed for neurodivergent children to stretch, grow and discover their 
potential through hands-on tasks such as virtual reality, lego, designing, creating 
prototypes and pitching creative solutions.  

Therapeutic goals: 

●​ Building executive functioning skills 
●​ Encouraging communication and team work 
●​ Strengthening emotional regulation 
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Art in Motion 

Create worlds of adventure with art, stories, mindful yoga and sound explorations. Art in 
Motion involves creative new theme based projects every week involving upcycling, 
building, gluing, painting, colouring and layering. Bringing art to life using yoga games, 
creative movement and mindful practices. 

Therapeutic goals: 

●​ Building pro-social skills 
●​ Strengthening emotional regulation 
●​ Encouraging collaborative play and team work 

 

8. NDIS Therapeutic Goals 

Group planning must be built around the following therapeutic goals: 

●​ Social skill development 
●​ Communication skill development 
●​ Teamwork and collaboration 
●​ Creative thinking and problem solving 
●​ Emotional and body regulation 

The facilitator must think about how they are addressing the above goals in each 
planned session. 
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9. School Holiday Program Structure 
School holiday programs typically consist of 8-10 children. The programs are run during 
school holidays each term from 9:30am-12:30pm. 

There are multiple different school holiday programs that run with examples outlined 
below: 

●​ Brick Masters Jr 
●​ Epic Quest Jr 
●​ Art & Movement Explosion 
●​ Movie Makers 
●​ Sensory Spellbound 
●​ Inventors Studio 

Each session follows a structured format, including: 

●​ Morning check in & introduce group members. (5 minutes) 
●​ Get to know you, Ice breaker game. (10-15 minutes) 
●​ Activity 1 (40 minutes) 
●​ Activity 2 (40 minutes) 
●​ Snack break (get students to organise water and food). (30 minutes) 
●​ Activity 3 (40 minutes) 
●​ Come together before home time, reflections and certificates. (5 minutes) 

Things to consider: 

●​ The amount of activities can change according to your designated program 
design as more games could be done during a smaller time window.  

●​ It is useful to have a couple of spare activities that can be done if participants get 
bored or are uninterested with an activity. 

●​ You will have 1-2 students / volunteers to assist you with facilitating the group. 

Facilitating School Holiday Programs  

As a facilitator, your primary responsibilities include: 

●​ Planning and implementing activities for the program.  
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●​ Creating a safe and inclusive environment where children feel comfortable sharing 

their thoughts and feelings. 
●​ Facilitating group discussions and activities in a way that promotes active 

participation and mutual respect. 
●​ Providing guidance and support to participants as they navigate challenges and 

explore personal growth opportunities. 
●​ Monitoring group dynamics and addressing any conflicts or issues that may arise. 
●​ Setting up and cleaning up the space 
●​ Delegate tasks to students / volunteers while incorporating them into the activities 

and providing them with relevant or necessary client information. 
●​ Get to know the kids, be friendly and warm, offering a safe person to interact with 

while respecting boundaries. 
●​ Check in with the group to ensure they know where to find the toilets and provide 

toilet breaks as necessary.  
●​ Provide debriefing for students / volunteers by checking in with them and creating 

space for questions. 

Each Facilitator will be accompanied by 1-2 placement students for each school holiday 
workshop session. This is organised by the Placement Supervisor (Sian) and Placement 
Coordinator (Felicia). 

Student / Volunteer Assisting With School Holiday Programs 

As a student / volunteer, your primary responsibilities include: 

●​ Providing the Facilitator of the group support and assistance where needed 
setting up the room, cleaning the room and completing tasks or jobs as asked. 

●​ Encouraging group discussions and activities in a way that promotes active 
participation and mutual respect, while participating in group activities. 

●​ Assist with setting up food and water for the group during snack time. 
●​ Get to know the kids, be friendly and warm, offering a safe person to interact with 

while respecting boundaries. 
●​ Prepare fruit found in the fridge for break time. You can find snacks in the 

marketing area that should also be given out to kids during break time that is 
clearly labelled. Snacks often include popcorn, cookies and a juice box. 

●​ Each child receives a certificate at the end of the program which can be found in 
the marketing area pre-filled out. 
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●​ Participate in debriefing with the facilitator after the session has completed. Utilise 

this time to ask any questions. 

School Holiday Workshop Planning 

It is important to plan your school holiday workshop to ensure you are organised and 
prepared for the session. Here are some Important things to consider when planning for 
school holiday workshops: 

●​ Consider a food / snack break in the middle of the program due to the length of 
the program as school holiday workshops tend to go for 3 hours at a time.  

●​ Consider time for handing out certificates to each participant at the end of the 
workshop. 

●​ Use the School Holiday Workshop Planning Template to ensure you are prepared 
and have considered everything when planning for your workshop. 

●​ School Holiday Workshop Planning Template 
●​ Please utilise the Example School Holiday Workshop Session Outline as a guide of 

what your session outline should include and look like. 
●​ Example School Holiday Workshop Session Outline  
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RUNNING A SESSION​

10. Planning for Groups 

It is a legal obligation to provide term planning documents for the group programs to 
management ahead of time for NDIS compliance and tracking purposes.  

-​ This must include the group's therapeutic goals and planned activities for each 
week. 

-​ Plans should be sent to management ONE WEEK prior to EACH term 
commencement. 

-​ Use the document below as a template for planning your therapy group for the 
term. 

-​ Therapy Group Term Planning Template  

Pre-Program Planning Checklist 

Use this checklist to ensure you have everything prepared to run your group efficiently, 
before the day of your program. 

Checklist Completed 

A session plan is created to understand the flow and order of things 
during the group program. 

​  

Therapeutic activities have been thought out, chosen and planned 
with some choices available for group members. Some backup 
activities are prepared. 

​  

Group discussion on a particular topic is organised with ideas of 
how to bring up the subject, approach the topic and ask questions 
to group members. 

​  

Emotions / feelings check in is planned in an engaging way. ​  

A short introductory / ice breaker activity has been planned. ​  

Equipment and tools for all activities have been acquired. ​  

Activities and group discussion are connected, interrelated and ​  
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targeted to the age of the group members. 

Ensure activities and discussion is linked with the client's NDIS 
therapeutic goals and outcomes of the session and progress is 
trackable. 

​  

When activities are created, ensure you consider how they work 
with a strengths-based approach and for neurodiverse children. 

​  

Closing and reflection time is planned and part of the session plan.  ​  

Consider group dynamics by familiarising yourself with the clients 
that are enrolled in the group. 

​  

Plan room set up including any equipment or materials you need. ​  

Transitions are planned and have been thought through. ​  

Have sensory supports available for group members to use. ​  

Group space / room has been booked for the day and time. ​  

Clients and their carers are aware of the dates and time of sessions. ​  

Session Plan Template 

It is important to plan each session thoroughly so that you are prepared and ready for the 
session while maintaining flexibility to the participant’s needs. Please use this Session 
Plan Template and create your own session plan for your group. Group Session Plan 
Template 

Example Session Plan 

Please use this example session plan for ideas of how a session would be run for the 
Super Sensory Science Group that is a 45 minute session aimed at children aged 6-10 
years. Example Group Session Plan 
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11. Session Set-up Checklist  

Use this checklist to ensure you are set up and ready to start your group sessions on the 
day. 

Checklist Completed 

Arrive with enough time to set up for the session. ​  

Review session plan and focus of the session including therapeutic 
goals aligned with client’s NDIS funding (eg social skills, 
communication, resilience, emotional regulation, problem solving 
etc) and session outcomes. 

​  

Prepare the room by setting up the space with materials and 
equipment in place. 

​  

Set the tone of the room using lighting and music, and a sensory 
space.  

​  

Brief the students / volunteers assisting you with your session plan 
for the day along with any important client information they should 
know. 

​  

Set up water and food for the session with cups. ​  

Materials Checklist  

Please use this checklist to ensure you have all the materials needed to run your group 
effectively. It would be useful to add extra materials to your own check list that is specific 
to your group and activities planned. 

Checklist Completed 

General Items: 
●​ Pens 
●​ Paper 
●​ Name tags  

​  

20 



 

●​ Art and craft items 

Printed Items: 
●​ Resources 
●​ Handouts 
●​ Colouring pages 
●​ Etc  

​  

Sensory Items: 
●​ Stress ball 
●​ Mellow Mat 
●​ Small fidget toys 

​  

Electronic Items: 
●​ Computer / Laptop 
●​ Speaker 

​  

Session Specific Items: 
●​ Certificates at end of term 
●​  

​  

Snack Items: 
●​ Small snacks in bowls 
●​ Water and cups 

​  

Quick Reference Guide 

Please download and print off this Facilitator Quick Reference Guide as a tool to use 
during your session as reminders for a smooth and effective session. Facilitator Quick 
Reference Guide 
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12. Group Activities  

Incorporating engaging activities can enhance the therapeutic experience for 
participants.  

Some suggested activity types include: 

●​ Guided Imagination: Lead participants through a visualisation exercise to promote 
relaxation and stress reduction. This could include yoga, musical chairs, song and 
dance. 

●​ Journaling Prompts: Provide writing prompts related to the session topic for 
participants to reflect on and explore further. 

●​ Art Therapy: Offer art-based activities, such as drawing, painting, craft or 
collage-making, to facilitate creative expression and self-discovery. 

●​ Role-Playing: Engage participants in role-playing exercises to practice 
communication skills and problem-solving techniques. 

●​ Sensory Play: Use equipment / toys that stimulate the senses of kids such as sand 
trays, shoes off on mellow mat, making a stress ball or making slime. 

●​ Movement: Engage participants through movement based activities to move their 
bodies in expressive ways. 

Activity Bank 

Some suggested activities along with a description and how the connect to different 
therapeutic goals / outcomes and outlined in the table. 
 

Activity 
Name 

Description Discussion Goals / Outcomes 

Fizzy 
Feelings 

Use baking soda, vinegar 
and food colouring in 
different cups. Assign each 
colour an emotion. 

When do we notice 
our feelings fizz up? 
What are some safe 
ways to let our 
feelings out? 
What happens when 
our feelings build up? 

Increasing 
emotional 
awareness and 
emotional 
resilience 
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Glitter 
Globes 

Use water, glue and glitter in 
a clear jar. Shake it, then 
watch it settle. 

Does this help you 
feel calm? 
What helps you to 
feel calm? 

Increase 
emotional 
regulation 

Elephant 
Toothpaste 
Volcano 

Make elephant toothpaste 
as an example of a volcanic 
explosion. 

Understanding 
emotions exploding. 
What are your 
warning signs before 
an eruption? 

Increase 
emotional 
awareness 

Rainbow 
Experiment 

Use cups with water and 
paper towels with colours on 
it. Dip the paper in water 
reaching from one cup to 
another. Watch the colour 
grow. 

 Using teamwork 
and 
communication. 

Sink or 
float 

Use a tub of water to test if 
different items sink or float. 
Make children guess before 
testing. 

Celebrating wrong 
guesses as learning 

Problem solving 
and resilience 

Building 
Together 

In a small group, children 
build one shared structure 
together. 

 Communication, 
teamwork, 
problem solving. 

Emotion 
builds 

Build something that 
represents an emotion you 
are feeling. 

What does that 
feeling look like and 
feel like to you? 

Emotional 
awareness. 

Problem 
Solving 
Build 

Present a build that has a 
challenge or problem to fix. 
(broken bridge). Give 
children time to work 
together to solve it. 

 Communication, 
team work, 
problem solving. 

Safe Space Get children to build a safe Why is it a safe Emotional 
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Build. space creation for a 
character. 

space? What makes 
this place feel safe? 

regulation 

Pass the 
Build. 

Each kid sits in a circle with 
some lego pieces in front of 
them. They have a set time 
to create a design for 
example 2 minutes. When 
the timer goes off, the 
design they are building 
gets passed to the next 
person to build on it. 

 Teamwork, 
problem solving. 

Emotional 
Statues 

Call and emotion out, 
children freeze in a statue 
showing that emotion with 
their body. 

How does this motion 
feel in our bodies? 
How do we express 
this emotion? 

Emotional 
awareness, 
Confidence 

Emotional 
Scene 
Switch 

Children act out a scene. 
The scene stops and you 
change a character's 
emotions. The scene 
continues with the new 
emotion. 

How does this motion 
feel in our bodies? 
How do we express 
this emotion? 

Emotional 
awareness, 
Confidence 

Voice 
Explorer 

Practice loud voices and 
quiet voices for different 
characters. 

 Confidence and 
self-expression. 

Pass the 
Story 

Each member adds another 
line or action to a story to 
create one story. 

 Teamwork, 
problem-solving, 
communication 

Problem 
Solving 
Scenes 

Children start to act out a 
scene. Stop the scene and 
add a problem or challenge 
for them to solve. STart the 
scene again. 

 Teamwork, 
problem-solving, 
communication 
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Identity 
Map 

Have a big poster to share 
between the group and 
have each person write 
down their likes and 
interests in their own spot. 
Join liked things together by 
drawing a line from one 
person to another person 
creating links between 
participants. 

General chatter with 
participants about 
interests and like and 
why they like certain 
things 

Self-awareness, 
communication, 
building 
friendships 

Stress 
Bucket 

Draw what fills your stress 
bucket. 

How does your body 
react to these things? 
WHat makes you feel 
better? 

Emotional 
awareness, 
emotional 
regulation 

Calm Tools 
Chest 

Draw and write some calm 
strategies you use. 

When do you feel you 
need to use these 
strategies? 
How do these 
strategies make your 
body feel? 

Emotional 
regulation, 
emotional 
awareness 

Body 
Signals 
Map 

Draw an outline of a body 
and identify where you feel 
different feelings in your 
body. 

How does this feeling 
in your body make 
you feel? 

Emotional 
awareness 

I can or I 
am wall 
(two 
separate 
activities) 

Write down on a piece of 
paper all the things that I 
can do or the qualities I 
have. Let other children 
write things down on others 
papers they have noticed 
about them and their 
character. 

 Communication, 
Confidence, 
building 
friendships 
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13. Group Dynamics 

Understanding group dynamics is essential for effective facilitation. Groups may exhibit 
various dynamics, including: 

●​ Leadership: Some participants may naturally emerge as leaders within the group, 
while others may prefer to take a more passive role. 

●​ Cohesion: Building a sense of cohesion and camaraderie among group members 
is important for fostering a supportive environment. 

●​ Conflict: Conflicts may arise due to differences in personalities, perspectives, or 
communication styles. Facilitators should address conflicts promptly and 
constructively. 

●​ Resistance: Participants may exhibit resistance to certain topics or activities due to 
discomfort or fear. Facilitators should validate participants' feelings while gently 
encouraging them to explore challenging areas. 

Establishing Group Guidelines 

Setting clear guidelines helps create a structured and predictable environment where 
participants feel safe to express themselves.  

Some suggested guidelines include: 

●​ Respect: Treat others with kindness, empathy, and understanding. 
●​ Confidentiality: Maintain confidentiality by refraining from sharing personal 

information discussed within the group. 
●​ Active Listening: Listen attentively to others without interrupting or judging. 
●​ Participation: Encourage active participation while respecting each individual's 

comfort level. 
●​ Feedback: Provide constructive feedback in a respectful and non-judgmental 

manner. 

 

 

26 



 

14. Communication Techniques 

Effective communication is essential for facilitating meaningful interactions within the 
group. Some communication techniques to consider include: 

●​ Active Listening: Listen attentively to what others are saying and reflect back their 
thoughts and feelings. 

●​ Empathic Responding: Demonstrate empathy and understanding by 
acknowledging and validating participants' emotions. 

●​ Open-Ended Questions: Encourage discussion and self-reflection by asking 
open-ended questions that prompt deeper exploration. 

●​ Summarisation: Summarise key points and themes to help clarify and reinforce 
understanding. 

 

 

 

 

 

 

 

 

 

 

 

 

 

27 



 
Communication with Parents 

●​ Maintain open and transparent communication with parents or guardians 
regarding the therapeutic group program.  

●​ Provide regular updates on session topics and activities, and be available to 
address any questions or concerns they may have about their child's participation.

28 



 

15. Session Notes  

Keeping thorough session notes and providing feedback to participants are essential 
components of the therapeutic group facilitation process. Here’s how you can effectively 
manage session notes and ensure you are noting all important information: 

●​ After each session, take notes on key discussion points, participant responses, 
and any notable observations.  

●​ These notes will serve as a valuable reference for tracking group progress and 
identifying areas for future exploration.  

●​ Session notes must be completed WEEKLY. 
●​ All session notes (for weekly groups and school holiday workshops) should be 

sent to enquiries@buildingbetterbrains.com.au for NDIS purposes and uploaded 
to client digital files on Jane 

●​ Use the Session Note Template to ensure you are documenting all necessary 
information from each session. Session Note Template 

Post-Session Documentation Checklist 

Use this checklist to ensure you have documented all necessary information from the 
group session you have facilitated. Thorough documentation / notes from sessions will 
help you write feedback reports at the end of the term. 

Checklist Completed 

Date, session number and session time is recorded. ​  

A list of all the clients that attended and students / volunteers that 
were present.  

​  

Note any late arrivals. ​  

Brief summary of activities that were done, noting if backup 
activities were used and what children chose to do. 

​  

Note if a child was disengaged, uninterested, presented 
dysregulated, was triggered or had conflict with another child. 

​  
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Document the modalities that were used. (art, play, movement) ​  

Identify the themes that emerged in play and discussion. ​  

Document and report any incidents or if first aid was used. ​  

Identify if any kids need additional support during sessions. ​  

Comment on client progress towards NDIS and therapeutic goals 
and plans 

​  

Note anything you would do differently next time. ​  

Uploaded to digital client file on Jane ​  
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16. Ending The Term - Last Session  

End of term certificate 

●​ Certificates will be created for each child with their name on it. 
●​ In the last class of term, the facilitator will need to make time to hand out 

certificates to the children. 
●​ If the child is not present, please send a photo of the certificate to the parent, and 

they can collect it from reception. 

Participant Feedback 

●​ Encourage participants to share their feedback and reflections on the session 
experience.  

●​ You can provide feedback forms or facilitate open discussions where participants 
can express their thoughts openly. Consider questions such as: 

○​ What aspects of today's session did you like the most? 
○​ Were there any topics or activities that you found particularly helpful or 

challenging? 
○​ How can we improve future sessions to better meet your needs? 
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DOCUMENTATION & REPORTING​

17. Progress Reports 

At the end of each term, we provide feedback to parents / carers on their child during the 
group program and it also forms part of our reports to NDIS. This is when post session 
documentation is useful as it can help you write your progress reports.  

Reports must be submitted 2 weeks before the end of Term to ensure we have time to 
input the information into a template for each client before it is emailed out to parents. 
Your Progress Reports will contain sections of general whole group feedback along with 
specific feedback to each client which will only be sent out to the corresponding parent / 
guardian. 

Please use this template to ensure you have included all necessary information in your 
progress reports. Progress Report Template 

Documentation & Data Standards 

It is important to complete and review all important documentation when facilitating a 
therapy group program while following Building Better Brains core principles and 
documentation standards. 

Pre Group Documentation (to review or write) 

●​ Client intake summary 
●​ Risk alerts 
●​ Group suitability notes 
●​ Goals overview 

Session Documentation 

●​ Therapy Group Term Plan 
●​ Session Plan  
●​ Session Set-up Checklist 
●​ Materials Checklist 
●​ School Holiday Workshop Plan (if during school holidays) 
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Post-Session Documentation 

●​ Session Notes 
●​ Post Session Documentation Checklist 
●​ Feedback / Reporting  

Documentation Standards / Principles 

●​ All documentation must be accurate, relevant, professional and timely as it should 
be completed with 24-48 hours after the session and uploaded into Jane under 
client files 

●​ Child-centred and strengths-based 
●​ Confidential and secure 
●​ Objective language and behavioural descriptions, avoid opinions 
●​ Mandatory reporting must be followed if it involves risk of harm, abuse disclosures 

or serious safety concerns 

Storing Documentation 

●​ Documentation is all stored online through Jane which is categorised into each 
client’s profile. 

●​ Documentation can only be accessed by specific staff members to ensure privacy 
and confidentiality.  

Feedback 

At Building Better Brains, we have Between Session Feedback forms that parents / 
carers can fill out and give to therapists during the term. Forms can be found in both 
waiting room areas of the clinic. Please find the link to the between session feedback 
form for reference. Between Session Feedback Form if required. 
 

Program Evaluation Feedback Form 

Program Evaluation Feedback forms are for parents and carers to complete after the 
term has finished to provide feedback to the clinic and the facilitators of the group 
programs. These forms will help us as a clinic as well as you as a facilitator to see their 
perspective of their children’s benefits from the group, along with identifying areas of 
improvement for future groups. These forms will be sent out via Odoo, our online signing 
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system for them to complete. Please find the link to the Program Evaluation Feedback 
Form for your reference. Program Evaluation Feedback Form  
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SAFETY, RISK & CHILD PROTECTION​
18. Confidentiality 

●​ It is important to maintain confidentiality within the group and that the participants' 
privacy will be respected. 

●​ If there are any safety concerns, mandatory reporting policies come into place. 
Please follow these and alert management. 

●​ Review this document for further child safety regulations and appropriate steps to 
follow: Building Better Brains: Client Safety Planning Policy  

Confidentiality Agreement 

I understand that as a condition of employment by Building Better Brains Australia at 58 Main St, 
Croydon, VIC: 

I shall, neither during nor after the period of employment/engagement with the practice, 
except in the proper course of my duties or as permitted by the practice or as required by 
law, divulge to any person any confidential information concerning: 
 

●​ Patient personal, health and financial information 
●​ The business or financial arrangements or position of this practice or any related company 
●​ Any of the dealings, transactions or affairs of the practice or any related company. 

The contractual arrangement between this practice and its employees/contractors is 
founded on trust. I undertake not to knowingly access any confidential information about 
the business of the practice, patients or patient medical information, unless such 
information is essential for me to properly and efficiently perform my duties. I am aware 
that these conditions extend to unnecessary discussion of confidential information within 
the practice. I understand that any breach of this trust will render me liable to disciplinary 
action, termination and/or civil proceedings. 
 
I further undertake to inform my supervisor immediately if I become aware of any breach 
of privacy or security relating to the information I access in the course of my duties. 
 
This restriction ceases to apply to any information or knowledge, which subsequently 
comes into the public domain by way of authorised disclosure. 
 
All confidential records, documents and other papers together with any copies or extracts 
thereof in my possession will be  
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19. High Risk Clients  
 

Working with high risk clients requires careful planning and adherence to guidelines to 
ensure the safety of both the client and staff working in therapy spaces.  
Who are high risk clients 

●​ Those with restraining orders (IVO/AVO) and no contact rules against a person/s. 
●​ Clients with no contact rules between parent/child, and undisclosed addresses 

that must be kept confidential. 
●​ Those who have experienced or are experiencing domestic violence, harassment, 

stalking or other forms of abuse. 
●​ Medically high risk (epipen-anaphylactic, diabetes, asthma) 

20. Monitoring Clients 

●​ Throughout each session, remain attentive to participants' engagement levels. 
●​ Watch for changes in emotional states, and interactions with others.  
●​ Be prepared to intervene or provide additional support as needed. 
●​ Ensure the safety and well-being of all participants. 

21. Managing Challenging Situations 

From time to time facilitators may encounter challenging situations during group 
sessions, such as: 

●​ Emotional Crisis: If a participant becomes overwhelmed or experiences a crisis 
during the session, remain calm and offer support. If necessary, provide resources 
for additional assistance. 

●​ Disruptive Behaviour: Address disruptive behaviour promptly and assertively while 
maintaining professionalism and respect. 

22. Safety & Risk Management  

It is important to be aware of safety and risk management policies and procedures to 
ensure the safety of all clients and to minimise risk and harm for all. Here are the 
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important procedures that apply to all therapists, facilitators, support staff and helpers for 
all programs. 

Practical Safety  
 

●​ Physical, emotional and psychological safety for all children and staff 
●​ Consistent, trauma-informed and neuro-affirming responses to dysregulation 
●​ Compliance with Australian child safety, privacy and duty of care obligations 
●​ Anticipate and reduce risks before is escalates (prevention) 
●​ Prioritise emotional safety and regulation 
●​ Use the least intrusive intervention 
●​ Maintain clear sightlines and active monitoring at all times 
●​ Escalate concerns early, not once crisis has developed 
●​ Balance group safety with individual needs 
●​ Facilitators must be aware of impulsivity in clients and wandering behaviours 
●​ Strategic seating may be used when necessary 
●​ Clear visual boundaries and consistent group rules around staying within the 

space 
 
Environmental Safety 
 

●​ Room is free from hazards (trip risks, unsafe objects, unsecured equipment) 
●​ Furniture is arranged to allow clear movement and exit pathways 
●​ All materials are age appropriate 
●​ Emergency exits are accessible 
●​ Sensory and activity materials are checked for safety risks 
●​ Children must not leave the group space unaccompanied 

 
Psychological Safety 
 

●​ Validation of emotional experience 
●​ Avoiding of forcing participation 
●​ Offering regulation alternatives 
●​ Monitoring for escalation or persistent distress 

 
Early identification 
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●​ Increased agitation or pacing 
●​ Withdrawal or shutdown 
●​ Vocal distress or refusal 
●​ Physical tension or impulsivity 

 
Harm to self 
 

●​ Ensure immediate supervision and safety 
●​ Remove access to potential hazards where appropriate 
●​ Maintain calm and non-alarmist communication 
●​ DO not leave child unsupervised 
●​ Escalate immediately to senior clinician 
●​ Inform parent / carer as per safeguarding protocol 
●​ Complete an incident document and update risk profile 

 
Harm to others 
 

●​ Immediate separation of children if safety is compromised 
●​ Protect peers as priority 
●​ Maintain calm, minimal verbal input 
●​ Use de-escalation strategies before removal where possible 
●​ Escalate to supervising clinician if behaviour continues or intensifies 
●​ Document all incidents in detail in incident report 
●​ Reinforce group safety expectations 
●​ Support repair only when appropriate and regulated 

Disclosures 
 

●​ Do not investigate or ask leading questions 
●​ Do not promise confidentiality 
●​ Listen calmly and supportively 
●​ Record exact wording when possible 
●​ Report immediately to safeguarding lead 
●​ Follow mandatory reporting requirements under Victorian Law 
●​ Ensure documents is factual and objective 

 
Medical and Health Emergencies 
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Includes: Asthma, allergic reactions, injury, seizure activity or acute illness. 
 

●​ Administer first aid within scope of training 
●​ Follow individual health care plans 
●​ Contact emergency services when required 
●​ Notify clinic lead immediately 
●​ Contact parent / carer as soon as safe to do so 
●​ Complete an incident report and medical document 

 

23. Incident Reporting 

●​ In the event of any incidents during a session, document the details in an incident 
report.  

●​ Incident reports can be found in the kitchen on the OH&S board. 
●​ Include information such as the nature of the incident, individuals involved, actions 

taken, and any follow-up steps required. 
●​ Report serious incidents to appropriate authorities (000) or supervisors as 

necessary. 
●​ Inform Tony and Sian via email the incident that occurred and any necessary 

information such as who was involved. 
●​ Link to incident report is here: Incident Report Form - complete within 24hrs of 

incident and send to Sian for followup and processing. If in doubt if you need to 
complete one, please ask Sian. We need to keep an incident register for 
compliance purposes. 

24. Evacuation Guidelines 

In the event of an evacuation, please follow the correct evacuation protocols. 

Evacuation Protocols: 

●​ Exit the building via the staircase and out the front door 
●​ The assembly point is located on the corner of Lacey Street and Main street to the 

right of the clinic, once evacuated the building on the corner of Miss Lacey Cafe. 
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●​ Ensure you have all group members with you by doing a head count once you 

arrived at the assembly location 
●​ Follow the correct communication protocols, calling all necessary people 

Emergency Equipment: 

●​  Fire Extinguisher: 1) On the side wall after reception on the right hand side, after 
the door before turning right into the kitchen. 2) On the wall to the right of room 
10. 3) In the fire cupboard opposite room 6. 

●​ Fire Hose Reel: In the fire cupboard opposite room 6. 
●​ Fire Hydrant: In the fire cupboard opposite room 6. 
●​ First Aid Kit: In the kitchen, in the cupboard above the skin on the right. 
●​ Electrical Switchboard: Room 1, right hand side as you walk in. 
●​ Defibrillator: From the nearest chemist, Direct Chemist Outlet on the corner of 

Main Street and Hewish Road. 

Communication Protocols 

In the event of any incidents, risks or concerns, please follow the correct communication 
protocols outlined in the table below. 

Police, Fire, Ambulance 000 

Croydon Police Station 9724 0100 

Maroondah Hospital  1300 342 255 

Croydon Medical Clinic (03) 9723 4195 

SES Emergency Maroondah 132 500 

Maroondah Council 1300 88 22 33 

Direct Chemist Outlet Croydon (03) 9723 7711 

First Aid Officer Tony - 0404 112 064 
Sian - 0432 083 494 
Lanah - 0478 745 074 

Fire Warden Tony - 0404 112 064 
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Sian - 0432 083 494 

OH&S Management Sian and Tony - 0404 112 064 

CEO and Clinic supervisor Sian - 0432 083 494 
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25. Key Policies & Procedures  

Child Safe Policy 

●​ We have a zero tolerance for child abuse in any form including discrimination, 
harassment, disability harrassment, workplace bulying and victimisation. All 
allegations will be taken seriously 

●​ We follow a child-centred approach which involves prioritising the rights, needs 
and voices of children in our decision making process.  

●​ We are committed to providing a culturally safe environment where diverse 
backgrounds and needs of all children are met. 

●​ We are committed to providing a neuro affirming environment and experiences for 
all children. 

Responsibilities of staff and Therapists 

●​ All staff and therapists are mandated to report any disclosures of self-harm, 
suicidality, physical or sexual abuse or neglect and domestic violence made by 
clients. 

●​ Staff and therapists must maintain professional boundaries while dealing with 
sensitive information. The privacy and confidentiality of clients must be respected. 

●​ Any disclosure or suspected risk must be documented in detail including the date, 
time, location, and nature of the disclosure. 

Dress Code Policy 

●​ All employees are expected to maintain a neat, lean and well groomed 
appearance following a business casual attire with closed toe shoes. 

●​ Jewellery and accessories are permitted but should be kept to a minimum. 

Mobile Phone Policy 

●​ Mobile phones should be kept on silent mode during working hours to minimise 
disruption. 

●​ Personal use of your mobile phone should be limited to designated personal 
break times. 

●​ Staff may use their phone for emergency purposes. 
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Alcohol and Drug Policy 

●​ We have a zero tolerance policy for the use of illicit drugs on their premises or the 
attending of other business-related premises while under the influence of illicit 
drugs. 

●​ Building Better Brains does not tolerate attending to work under the influence of 
alcohol. 

Shared Therapy Room Policy 

●​ Therapists must schedule their group therapy sessions in advance using a 
centralised scheduling system 

●​ Therapists are responsible for maintaining a clean and organised therapy room by 
ensuring all toys, supplies and other materials are returned to their designated 
place and kept tidy. 

●​ Therapists should report any damaged or missing items or items requiring 
batteries to be replaced promptly to enquiries@buildingbetterbrains.com.au  

Professional Behaviour  / Conduct Policy 

●​ We expect staff to behave professionally demonstrating integrity, honesty and 
ethical behaviours while using a client-centred approach. 

●​ Staff are expected to foster a collaborative and supportive environment and act 
responsibly being punctual and being a reliable attendance. 

●​ Staff are expected to continuously undergo professional development to ensure 
excellence in service delivery. 

●​ It is expected for staff to have skills in communication and conflict resolution while 
exercising caution and discretion when engaging in social media. 
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